Do you have a difficult time saying “no” 
even when you know you should? 


Are you frustrated because you are 

so busy attending to the wants, needs 

and desires of others that your own go 
unfulfilled? 


Have you ever walked away from a 
situation and wished you had handled 
it differently? 


At times, do you feel that others overlook 
your rights? 


Can you recall losing your temper and not 
_ getting your point across effectively? 


If you answered “yes” to any of these questions, 
you may feel challenged in the area of assertive- 
ness. 


What is assertiveness? What is the difference 
between being assertive and being aggressive? 
Will people think that I’m being pushy? These are © 
common questions and concerns. Here are some 
pointers to help clarify what assertiveness is really 
all about. 


Assertiveness is... 

Assertiveness is expressing our thoughts, feelings, 
and beliefs in a direct, honest, and appropriate | 
way. It means that we have respect both for ourself 
and for others. We are consciously working toward 
a “win-win” solution to problems. A win-win 
solution means that we are trying to make sure 
that both parties end up with their needs met to 
the degree possible. An assertive person effectively 
influences, listens, and negotiates so that others 
choose to cooperate willingly. 


Assertiveness is not... 
Assertiveness is very different from aggressiveness. 
Aggressiveness involves expressing our thoughts, 
feelings, and beliefs in a way that is inappropriate 
and violates the rights of others. It can be either 
active or passive, but no matter which, it commu- 
nicates an impression of disrespect. By being 
aggressive, we put our wants, needs, and rights 
above those of others. We attempt to get our way 
by not allowing others a choice. 


How can I become more assertive? 


No one becomes assertive overnight. It takes time 
and practice. 


¢ The first step is to identify how you feel and 
what you need. 


— For example, do you feel angry, frustrated, 
hurt, bored, embarrassed, stressed or 
anxious? At first it may be difficult to identify 
and label your feelings if you are accus- 
tomed to pushing feelings away. 


— Select the primary emotion that you feel. 
Some emotions mask other, deeper emo- 
tions. For example, some people will feel 

_angry at the surface, but feel hurt or scared 
underneath. 


— Accurately identify the intensity of the 
emotion you feel. For example, anger can 
be felt on a continuum from irritation to 
mad to furious. 


— Identify what you need from someone. For 
example, “I need to be heard” or “I need to 
say no to that request.” 


e The next step is to express your feelings and 
needs to someone else. 


— The basic rule of assertiveness is to express 
yourself honestly and accurately without 


blaming another person. “I” statements 
provide a means to express a feeling, 
thought or request. An “I” statement 
typically has three parts: 


I feel (emotion) when you (behavior). | 
would prefer that you (alternate behavior). — 


— Different situations will require variations on 
the “I” statements. Sometimes only one or 
two parts of the “I” statement may be 
necessary to clearly express yourself. 


How to say “NO” 

Saying “no” can be one of the most difficult 
things to say. It is extremely important to learn 
how to set limits with others. If you allow your- 
self to do things against your will or judgment, 
you may end up feeling resentful and used. 
Some ways to say “no” are: 


_¢ ['d rather not. 

e | cant do that right now. 

e I’ve promised myself to finish this (paper) right 
now, so no. 

¢ No thanks. 

¢ Not this time. 

¢ I'm afraid I have to decline. 

¢ Sorry, but no. 

e Thanks for asking, but no. 

¢ Nope, can't do it. 


How to ask for something 


Use an “I” statement that contains the word 
“need” or “want” or its equivalent. 


For example: 


¢ | need to be alone for a while. 


-¢ | need help with these math problems. Would 
you be able to help me sometime? 


¢ Please be quiet when the professor is speaking 
because I| cant hear her when you are talking. 


¢ | want to go home now. 
¢ | would prefer that you not touch me. 


¢ | need to talk to you. 


_ How to tell another person 

something unpleasant 

Feelings such as anger or hurt can be difficult to 
share with someone. Use of an “I” statement is 
particularly useful in these instances. Some 
examples: 


° | like you a lot. 
¢ | enjoy your company. 
¢ | really appreciated your help. 


e Thank you! (when given a compliment) 


- How long will it take me to 

become more assertive? 

Becoming assertive is a lifetime project. As you 
begin to practice some basic assertiveness skills, 
you will develop confidence in yourself. Some 
situations are more difficult than others, and so 
you may want to begin practicing assertiveness 
skills in easier situations. It may be easier to assert 
yourself with strangers than with your supervisor at 
work or with your family. For example, while 
waiting in line and someone cuts in front of you, 
you can assertively say, “I believe I was next.” Keep 
practicing these skills and you will become a more 
confident, happier person. 


Other aspects of assertiveness 

¢ Listening. Being willing and able to listen to the 

_ other person and hear what they are really 
saying communicates that you consider their 
point of view as well as your own. | 


e Eye contact. Looking at someone when speak- 
ing communicates a stronger message. 


¢ Body language. Standing or sitting up straight 
when speaking communicates that you mean it. 


¢ Timing. Choosing the right time to deliver your 
message will make it more effective. 


Help is available 

Check your local community college and news- 
paper for assertiveness classes or visit your library 
or bookstore for helpful information. In many 
areas, help may be available through your employ- 
ee assistance program at work or, in the case of 
young people, through the school district's stu- 
dent assistance program. 


For Free, Confidential, Help For Personal 
Problems, Call Your 
Employee Assistance Program (EAP) 
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